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PREFACE 


This handbook has been developed as a training guide for student 
library assistants as they work to meet the requirements of the State of 


Florida for credit in Library Science. 


Mrs. Mary Byrd Pitts, Mrs. Elizabeth Strickland, and Mrs. Alice 
Stumpf formed the original committee in 1953. The Dade County Student 
Library Assistants of 1955-56 completed the handbook as their annual 


project. 


After two years of usage it was evaluated and revised in the Spring 


of 1959 by a committee of senior high school librarians. 
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INTRODUCTION 


This handbook is a "Do It Yourself" guide for student library assistants. 
Since these students have varying degrees of training and since they are unable © 
to meet together for class instruction, this handbook attempts to guide and 
direct them in regular library routines and procedures. Students who take the 
course will have an opportunity to use different types of erat materials and 
to acquire the skill of locating information in many kinds of sources. The aim 
of the course is to enable each student assistant to work independently and to 
increase his sense of responsibility by working cooperatively and constructively 
with others to develop a constantly improved school library. 

The progress of the student may be as fast as his abilities and desires 
dictate, but the routine service in the library must be regular and accurate. 
Lesson assignments follow each chapter. Each assistant is expected to com- 
plete lesson assignments in accordance with regular classroom procedures. 
Students should consult the librarian when unable to find the answers independ- 
ently. 

The sequence in this handbook may be shifted to suit the needs of each 
school or individual. Blank spaces are left for the inclusion of the samples 


used by the specific library. 
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COUNTY REGULATIONS REGARDING LIBRARY SCIENCE FOR 


STUDENT ASSISTANTS 


Prerequisite: 


One year as a successful student library assistant in the 9th grade or above 
in 


l. present library 
or 
2. written recommendation from a qualified librarian from another 
school. 


This requirement may be satisfied by the equivalent of class periods before 
and/or after school. 


Admissions: 


Selection and number of student assistants is the responsibility of the 
librarian. 


Application for credit must be approved by the librarian and the proper 
school official. 


Course of Study: Laboratory course in Library Science. 


1. Same class regulations are effective in Library Science as in academic 
courses. 


2. Completion of Student Librarian's Handbook and the Library Manual 
by Toser. 


3. Testing and grading should follow the requirements of the individual 
school. 


4. Apprentice slips should be recorded on the permanent records. 
5. Uniform County examinations will be given at the end of the year. 
School Regulations: 


Library manners and routine policies are the responsibility of the individual 
school librarian. 
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CHAPTER I 


GENERAL INSTRUCTIONS 


Library Science is an elective laboratory course in which the student learns by doing and con- 
tributes his service toward the betterment of the school library. Library instruction has a three-fold 
purpose: 


1. To teach the location and appreciation of books and library materials. 

2. To apply that knowledge and appreciation constructively to serve all 
those who use the library. 

3. To encourage capable students to consider library work as a career. 


Each student will have a required daily work load. The librarian will explain in detail the obli- 
gations of each. Assignments may change at intervals to give experiences in other library routines. 
Written assignments may be done after the routine duties are completed. It is important that a stu- 
dent learn to organize his time and his work. Read and reread the directions for the different proce- 
dures until they are mastered. Ask questions when necessary. 


The need for cooperation, courtesy, orderliness, and promptness soon becomes evident to all 
who work in the library. The most important of these is courtesy, which means remembering to treat 
others as we wish to be treated, with kindness, thoughtfulness, and respect. Guests and teachers like 
to be shown courtesy. 


In all libraries there are a few rules and obligations that must be learned and followed. When 
working with cards, books, overdue slips, magazines, scissors, paste, lacquer or any other material, 
clean up when you finish. If you do not finish, clean up and put away just the same. Never starta 
job that you do not finish without leaving a note telling where you left off. This enables the person fol- 
lowing you to continue with the job without wasting time. : 


You will be expected to answer the assignments in writing unless otherwise specified. It is impor- 
tant to read the references before beginning the assignment. 


ASSIGNMENT I 


Read the introductory pages and Chapter I of this handbook. 
Written Assignment: 


1. What are some of the benefits that a library science student may expect from this course? 
Name at least three. 


2. List five ways in which you can help to improve the library's service every day. 


CHAPTER II 


CIRCULATION DESK 


The library's service will be judged by the promptness, courtesy and interest which is shown at the 
charging desk. 


HOW TO CHARGE OUT BOOKS: 


The process of charging books varies with different schools. Some schools use electric charging 
machines and others use the band daters. 


1. Machine Charging: 
Student Card: 
Eachstudent registers with the librarian. He gives his name, home room number, address and 
telephone number and is issued a borrower's card with a numbered charging plate. He requests 


this card by number when he takes out a book. 


Routines: 


a. Ask for student's number and name. Be certain correct card is given to student. Mark place 
in file. 


b. Check for other books out, overdues and fines. 
c. Student presents book card and student card to assistant at the machine. 
d. Assistant places borower's card in machine, keeping charging plate on the left. 


e. Insert date cardin machine. Check student's number on date card. Place date card in the 
pocket of book. 


f. Date book card and again check student's number. 
g. Date borrower's card for the number of books loaned. 
h. Replace marker in file with borrower's card. , 
i. Put book card in front of date file. 
2. Non -Machine Charging: 
a. Borrower removes the card from the book pocket and signs his name and home room number. 


b. Both book and card are presented at the circulation desk where they are stamped with the date 
due (one or two weeks hence). Card is put aside for filing. 


c. The title of the book is written on the borrower's card and stamped with date due (Borrowers 
may return books before the date due). 


d. At the librarian's request the student assistant files book cards alphabetically by author's 
last name behind the proper date guide card. 


e. Count the circulation at the end of each day and record by classification in record book. 


HOW TO CHECK IN BOOKS: 


Find latest date on date card. 
2. Look behind that date in discharging unit to locate book card. (Book cards are arranged with the 


non-fiction first, then fiction and short stories). 
3. Take date card out of book pocket and replace with book card. The accession number on the right 
hand side of the book card must match the number on the right hand side of book pocket. Duplicate 


copies are indicated only by this number. 
t 


- 
° 
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9. 


Check last name or number on book card, then locate student's card. 

Stamp the correct title (or date) in date returned column. 

Watch closely for overdue books. ( See#1 under Overdue Books). 

Return student card to file and place book on shelf back of desk or on the book truck. 

When book card is not found behind the date indicated on the date card, check earlier or later 
dates and overdues. Then if not located, place in "snag" file. 

As a last resort ask the librarian for help. 


OVERDUE BOOKS: 


hae aoe da 


When a book is returned late a fine of two cents per day is charged. 

Enter amount of fine collected in Fine Record Book. 

Be certain to mark borrower's card "paid" after the date due. 

When fine is unpaid mark the amount due beside the date returned, stamp and file student's card 
under "fines. " 


DAMAGED BOOKS: 


1. 


2. 
3. 
4 


If a book is damaged the current price of the book is charged to replace it. If the damage is slight 
a fine is imposed. (This amount is set by the librarian). 

Students must pay for lost books. 

Five cents is charged for the loss of date cards. 

Lost student cards must be paid for and replaced. 


LOAN PERIOD: 


1. 


2. 
3. 


4. 


Books may be kept for two weeks. 

Book card and student card are stamped with a date two weeks in advance. 

Each book that leaves the circulation desk should contain a date card or date due slip properly 
stamped. 
Books may be renewed with the consent of the librarian. 


NUMBER OF BOOKS: 


1. 


2. 


A student may have ( ) books out at one time. 
Student cards must be watched to see that this rule is enforced... 


HOW A TEACHER BORROWS BOOKS: 


1 


2. 
3. 


Teachers do not have library cards in some schools. In this case teachers sign their names on the 
book card. 

Book card must be dated and filed under "Staff" or ''"Faculty. "' 

No fines are charged on teachers books. 


OTHER DESK DUTIES 
Reserve Books: . 
Costly and important reference books are kept on Reserve. Other books are placed on reserve at the 
request of teachers to give equal opportunity for their use. 


Students sign their names and home room number on book card for reserve material. 


. Magazines: 


At the beginning of the period arrange magazines and check for damage, Remove a torn magazine 
from circulation at once and give it to the librarian. 


Back issues of magazines are located in the Magazine Room. Instruction for the use of these 
magazines is given in Chapter IV. 


. College Catalogs: 


College Catalogs are loaned for use during the day, or at the end of the school day for overnight. 
Regulations may vary from school to school. 


4. Reference Books: 
Reference books are marked with a capital "R." It is the duty of the student assistant not only 
to see that these books are kept in order by number and volume, but also to know which books 
are available and how to assist students in their usage. 


5. Overnight Books: 
Overnight books are checked out at the end of the school day - special permission is required 
for more than one book. 


Fines on overnight books are from 2 cents to 5 cents a period or 30 cents a day, according to 
regulations of individual library. 


NO STUDENTS ARE ALLOWED BEHIND THE RESERVE OR CIRCULATION DESK UNLESS 
THEY ARE LIBRARY ASSISTANTS ON DUTY 


ASSIGNMENT _ II 


1. Outline the procedure for charging out and checking in books in the library. 


2. Describe the other desk duties. 


“ 


CHAPTER III 


SHELVING 


Shelving is one of the most important activities performed in the library, and is the easiest method of 
learning the book collection. Shelving assignments will be given at regular intervals. 


Shelving is the process of taking the books from the truck and returning them to their proper place on 
the shelves. All books are arranged on the shelves by the classification number marked on the spine. 
The classification number is taken from a scheme called the Dewey Decimal System of Classification. 
It was devised by Melvil Dewey who worked in a library. He studied a great deal about a method by 
which librarians could logically arrange books on the shelves in such a way that it would be easy for 
people to find books for themselves, 


Dewey divided all knowledge into ten large subject groups. These he called Mainclasses, to which we 
add fiction. To each main class Dewey gave a group of 100 numbers. These numbers are always used 
to show the same subjects. It is called a system of classification becuase it classifies non-fiction 
books by their subjects. The system was supposedly evolved in the following manner: 


100-199 PHILOSOPHY 


In the beginning people began to think about themselves and to wonder why they were put on earth. They 
tried to reason also who was responsible for their being here. Experience has taught them that, if they 
were not good, they would be punished. These ideas are incorporate in the 100’s. 


200-299 RELIGION 


Having assured themsleves that their presence on earth was due to a Supreme Being, it was only natural 
that they should worship Him. Thus we have the 200 group which includes the religions of all peoples. 


300-399 SOCIAL SCIENCES 

It was not long before the people on earth began to realize that they must live together and that laws are 
necessary for peace-‘and/harmony. They: sought education, government, and the conservation of natural 
and human resources. ?The 300's cover«dllithese things. 

400-499 LANGUAGES 


The necessity for organization accentuated the need for communication, and communication is dependent 
upon language, which is the 400 group. 


500-599 SCIENCE 


Man was not alone in the world. There were animals, flowers, rocks; there were constellations and stars, 
and many other things which attracted his attention and required his consideration. These things constitute 
the 500's, 


600-699 USEFUL ARTS 


All the elements available to man needed to be put to use. Inventions and machinery were employed for 
improved health, farming, home and manufacturing. This applied science is the basis for the 600 classi- 
fication. 


700-799 FINE ARTS 


With the comforts of home life begun and with more time for leisure, the finer sensibilities of man ex- 
pressed themselves in painting, sculpture, music, and other fine arts, which are grouped in the 700's. 


800-899 LITERATURE 


Literature naturally followed man's expression through the fine arts, and he began to express himself in 
writing about various things. He wrote poems and stories of his feelings. So the 800's stand for this 
development. 5 


900-999 HISTORY 

Because of their achievements the people were able to visit from land to land and to tell of the life and 
history of their own lands. They were proud of their advancement and they wanted their children to 
know of their struggles and their progress. The story of mankind became history and is classified in 
the 900's. 

000-099 GENERAL WORKS 


With the wealth of accumulated knowledge in all the foregoing fields at hand, it seemed wise to put it 
together for the use of all people. These encyclopedias of general works are numbered in the 000's. 


Following is a partial list of Dewey Decimal Classification Numbers it will prove useful to know: 


000-099 General Works 700-799 Fine Arts 
030 Encyclopedias 709 History of Art 
100-199 Philosophy 720 Architecture 
150 Psychology 770 Photography 
170 Ethics, Conduct 780 Music 
200-299 Religion 790 Recreation 
220 Bible 796 Outdoor games, Sports 
292 Greek and Roman Mythology 800-899 Literature 
300-399 Social Sciences 808 83 Short Stories* 
330 Economics 810 American Literature 
350 Government 812 American Drama 
390 Customs, Folklore 814 American Essays 
395 Etiquette 820 English Literature 
398 Legends 821 English Poetry 
400-499 Language 822 English Drama 
420 English Language 823 English Fiction ** 
423 English Dictionaries 824 English Essays 
500-599 Science, including Math - 840 French Literature _ 
510 Mathematics 860 Spanish Literature 
530 Physics 900-999 History 
540 Chemistry 910 Travel 
570 Biology 914.4 Travel in France 
590 Zoology 914.6 Travel in Spain 
600-699 Applied Science 920 . Collective Biography 
610 Medicine 92 Individual Biography 
613 Hygiene "pM Individual Biography 
640 Home Economics 921-928 Biography (Seldom used) 
64] Foods 940 Europe, History 
646 Dressmaking, design, textiles 942 England, History 


944 + France, History 

946 Spain, History 

970 North America, History 
973 United States, History 
975.9 Florida, History ~ 


Note here any special shelf arrangements of classification numbers used only in your library. 


* Short stories are marked SC in some libraries 
** English Fiction is not separated in most libraries but classed merely as Fiction with the 


letter F marked on the spine 


SHELVING PROCEDURE 
Shelve only the books on the book truck. Arrange the books on the truck by hundreds, placing the 
100's. 200's, 300's, etc. , together by the classification numbers, 
Non-fiction books are all numbered and are shelved by numbers. When several books have the same 
number shelve them alphabetically by author. If in doubt about the author's name, it can be found 
typed on the pocket of the book. Decimals are arranged in numerical order by the first number after 
the decimal point. (.0125 would precede . 21) 
Fiction books are generally Marked F or Fic followed by the first two or three letters of the author's 
last name. These books are shelved alphabetically by the author's last name. If there is more than 
one title by an author, shelve his books together alphabetically by the title. Disregard "A", ''An" 
and ''The'' when they are the first word of the title. 


Book numbers preceded by "R" belong in the reference collection. 
READING SHELVES 


The term reading shelves means the checking of all sections for correct arrangement according to 
classification number on the spine. A regular shelf reading assignment will be given to each student 
assistant. 

Books are placed on the shelves from left to right and from top to bottom of each section of shelving. 


Books should be shelved loosely, so that the spine of a book will not be weakened or torn in taking the 
book from the shelf. 


There should be a book support for every shelf. 
Books should be shelved toward the front edge of the shelf. Not more than one-half inch of shelving should 


protrude in front of the books as they stand on the shelf. Shelves should be read daily to keep the books in 
order. 


ASSIGNMENT III 


1, List the 10 most useful class numbers. Memorize these with the subject treated. 
2. How are the books of fiction classified in your library? 


3. How are the biographies classified in your library? 
(a) List three titles of biographies with their call numbers. 


4. In what manner are encyclopedias classified? 
5. Where are the reference books shelved? 


6. Arrange the following sets of book numbers as they should be on the shelves - 
973 822. 3 510 973, 2 822 937 973.7 970. 1 906 812 


F s A D Ss M T G N D 
7. Arrange the following fiction books as they would appear on the shelves - 
Dickens DuJarden DuJarden 
David Conperficld Wait for Marcy Class Ring 
Tale of Two Cities Boy Trouble A Man for Marcy 
A Christmas Carol Practically Seventeen Doubledate 


8. Make aclear, simple plan of the library room. Sketch in the shelf sections. Indicate the position 
of the ten main classes of Dewey Decimal by writing in the general class number. Show the location 
of fiction by writing in fiction. Indicate reference collection. Show any other special shelf arrange- 
ments peculiar to your library. 7 


CHAPTER IV 


PERIODICALS: AND NON BOOK MATERIALS 


The Reader's Guide and the AbridgediReader's Guide are indexes to the better known and used 
magazines. Librarians usually check their subscription list against the list of magazines that 
appears on the inside front cover of the index. 


Current magazines are kept on open shelves or in a magazine rack in the main reading room. 
Back issues are housed in closed stacks or in a periodical room. 


In some schools the circulation of unbound back issues is handled by student library assistants. 
Magazine request slips are often used. 


Bound magazines are seldom taken from the library. However, each library has individual regulations 
regarding the circulation of magazines. 


Magazines are checked into the library as they are received. 


Monthly and weekly periodical cards: Place a mark, preferably date received, in the correct square. 


SAMPLE PERIODICAL RECORD CARDS 


Stamp magazines with the library identification stamp on places designated by the librarian. 
Reinforce magazines. 

Check periodical cards to see that all issues are received. 

Place new magazines in the magazine covers and shelve. 

Old issues are then filed alphabetically in the magazine room. 


For complete instructions in the use of the Reader's Guide study the pamphlet from H. W. Wilson 
Company, entitled ''How to Use the Reader's Guide to Periodical Literature and Other Indexes". 


VERTICAL FILE 


Vertical file is a term used in referring to pamphlets, clippings, and magazine articles that are filed 
by subject in a legal sized filing cabinet. Unmounted pictures are sometimes filed with the subject 
material but pictures valuable enough to be mounted may be stored separately in a picture file. 


In addition to the vertical file and the picture file most Dade County Secondary School Libraries 
maintain special files for such subjects as Careers, or Dade County. 


ASSIGNMENT IV 
1. Select two subjects and locate two magazine articles on each subject by using a magazine index. 
2. List the library's policy relating to magazines: 
a. Unbound 
1. Circulation period 
2. Number that may be checked out at one time. 
b. Bound 
1. Circulation period 
2. Number of wlumes that may be checked out at one time. 
3. How can one determine which magazines are subscribed to by the library? 
4. How is vertical file material arranged? 
5. List the types of vertical files in the library. 


6. What is the main advantage of using magazines for reference ? 


7%. What happens to back issues of magazines when a new issue arrives? 


CHAPTER V 
REFERENCES 


Reference books are used primarily for authentic factual information and specific research. For 
convenience, these books are customarily separated from other books in the library and placed in 
a special section. 


Reference books are to be used in the library. They do not circulate because they must be available 
to everyone at all times. They include dictionaries, encyclopedias, almanacs, directories, atlases, 
books of miscellaneous information and books on special subjects. 


The following is a list of reference books most commonly found in school libraries: 
I. ENCYCLOPEDIAS 
A. General 


ENEYCLOPEDIA AMERICANA. Very strong in scientific articles and its information 
about American towns and cities. Other special features are the evaluations of particular 
books, operas, musical compositions, works of art etc. Signed articles by specialists in 
various areas. 


ENCYCLOPEDIA BRITANNICA. Especially scholarly, with signed articles. Maps are in 
the index volume and have a separate index. Annual supplements. 


COLLIER'S ENCYCLOPEDIA. Exceptionally usable. Content authentic. Bibliographies are 
grouped as a separate unit in volume 20. Annual supplements. 


COMPTON'S PICTURED ENCYCLOPEDIA. Articles usually long and inclusive, covering 
broad, general subjects. Fact-index at end of each volume refers to minor and related 
topics and specific details in other volumes. Gives volume and page references and indicates 
maps, portraits, etc. 


LINCOLN LIBRARY OF ESSENTIAL INFORMATION. Quick reference on all subjects. 
Arrangement is by broad subjects which are subdivided chronolgically, geographically, or 
topically. Includes useful tables and a general index. 


WORLD BOOK ENCYCLOPEDIA. Contains both long and short articles, covering broad 
general subjects and minor topics in one continuous alphabetical arrangement. The final 
volume, a Reading and Study Guide, serves as a classified index to the set. It contains outlines 
useful in major subject areas with volume and page references to articles in the set. 


B.’ Special 


Barnhart and Halsey. NEW CENTURY CYCLOPEDIA OF NAMES. Gives information con- 
cerning more than 100,000 proper names - persons, places, historical events, plays and 
operas, literary characters, works of art, mythological and legendary persons and places. 


Benet. THE READER'S ENCYCLOPEDIA. Comprehensive work containing brief articles 
on writers, scientists, philosophers, etc. ,of all nations and all periods, music, art, literature, 
history, and mythology. Emphasis is primarily on literature, especially American and British. 


Langer. ENCYCLOPEDIA OF WORLD HISTORY. Chronological outline. Includes maps and 
genealogical charts. Comprehensive index. 


Morris. ENCYCLOPEDIA OF AMERICAN HISTORY. Contains essential historical facts about 
American life and institutions. Chronological and topical organization. Alphabetical subject 
index. 


Thompson. INTERNATIONAL CYCLOPEDIA OF MUSIC AND MUSICIANS. Contains special 
subjects such as history of music, music criticisms, folk music, opera, etc. Biographical 
articles followed by a calendar of the composer's life and a classified list of his works. 
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Il. DICTIONARIES 


A. 


B. 


General 


FUNK AND WAGNALLS' NEW PRACTICAL STANDARD DICTIONARY OF THE ENGLISH 
LANGUAGE. Unabridged, with definitions arranged in order of use, the most common 
meanings being given first. Appendix contains a list of foreign words and population 
statistics. 


WEBSTER'S NEW INTERNATIONAL DICTIONARY OF THE ENGLISH LANGUAGE. Unabridged, 
with definitions arranged historically. Valuable appendices include abbreviations, a pronoun- 
cing biographical dictionary, and a pronouncing gazetteer. 


Special 


Brewer. DICTIONARY OF PHRASE AND FABLE. Handbook of famous names in fiction, allu- 
sions, references, proverbs, plots, stories, and poems. Includes names of real and imaginary 
characters, colloquial and proverbial phrases, abbreviatons: mythological and biographical 
references, 


WEBSTER'S DICTIONARY OF SYNONYMS. Comprehensive dictionary of synonyms, with 
antonyms and analogous and contrasted words. Emphasis is placed on differences in implications, 
connotations and applications. 


WEBSTER'S GEOGRAPHICAL DICTIONARY. Dictionary of names and places. Includes geograph- 
ical and historical information and pronunciation. Appendix of historical maps in color. 


WOOD'S UNABRIDGED RHYMING DICTIONARY. Gives rhyming sounds for single rhymes, double 
rhymes and triple rhymes, based on sound. Includes sections on mechanics of rhyme, Ypcebulaty 
of poetry, and versification self-taught. 


Il. SPECIAL REFERENCE BOOKS 


A. 


B. 


Biographical 
AUTHORS, TODAY AND YESTERDAY 


BRITISH AUTHORS 


CURRENT BIOGRAPHY. A monthly publication of short biographies of prominent men and women §| 
in world news today. Each article is accompanied by a portrait. Bound annual volumes include 
obituaries of noted persons who have died during the year. Each issue and each annual volume 
lists people by field in which they have attained prominence. 


JUNIOR BOOK OF AUTHORS. Gives facts about authors and illustrators of the well-known child+ 
ren's books, with emphasis on those of more recent times. 


TWENTIETH CENTURY AUTHORS. Recent supplemental volume includes present-day writers. 


WEBSTER'S BIOGRAPHICAL DICTIONARY. Contains 40,000 biographies of prominent men and 
women, most of whom are deceased. Includes tables of the presidents, vice-presidents, justices 
of the Supreme Court, cabinet officers, rulers of the British Empire, and lists of popes. 


WHO'S WHO IN AMERICA. A biographical dictionary of notable living men and women of the United 
States. Contains addresses and, in case of authors, lists of works arranged by authors chronologi- 


cally, with exact references. 


Quotations 


Bartlett. FAMILIAR QUOTATIONS. Author and subject index to quotations from American and 
English authors, translations and the Bible. 


Hoyt. NEW CYCLOPEDIA OF PRACTICAL QUOTATIONS. Arranged alphabetically by general 
subjects. Has an index of quoted authors and lists quotations briefly in alphabetical order by the 
most meaningful wordin the quotation. 
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D. 


Stevenson. HOME BOOK OF QUOTATIONS. Arranged alphabetically by subject. Author index. 
Alphabetical list of words with passages in which they occur. 


Atlases 


GOODE'S WORLD ATLAS. Physical, political, and economie maps. Includes maps showing population 
climate, vegetation, and commercial products. Pronouncing index. 


HAMMOND'S NEW WORLD ATLAS. Historical, economic, political, and physical maps of the world 
with a completed index. Gives races of mankind and a gazetteer of the world. 


RAND MCNALLY COSMOPOLITION WORLD ATLAS. In addition to maps provides tables of world 
facts and comparisons, and detailed information concerning individual states of the United States 

and other countries of the world, and tables showing geographical facts, census figures, climatic and 
economic data. Also includes a list of United States metropolitan areas. 


Indexes 


Granger. INDEX TO POETRY AND RECITATIONS. Contains title, author, and first line indexes. 
Appendices contain suggested lists for special days and for dialogues, drills, etc. 


VERTICAL FILE INDEX. A subject and title index to selected pamphlet material, with descriptive 
notes and prices. Some material listed is free. 


PLAY INDEX. An author, title, and subject index to plays, including a brief synopsis of the play and 
cast analyses 


Miscellaneous 


CONGRESSIONAL DIREC TORY. Information of general interest, including biographies of United States 
senators and representatives, membership of congressional committees, and statement of official duties 
of the agencies of the U. S. government. 


FLORIDA HAND BOOK. Detailed information concerning such topics as population, climate, education, 
agriculture, government, and history. Separate index for constitution. 


Forrester. OCCUPATIONAL LITERATURE: AN ANNOTATED BIBLIOGRAPHY. Lists books and 
pamphlets alphabetically by occupation, with a separate list of publications issuedin series. Inform- 
ation given for indexing and filing occupat ional literature. 


INFORMATION PLEASE ALMANAC. Miscellaneous information. with a general class arrangement, 
and a subject index. 


STAT ESMAN'S YEAR BOOK. Statistical and historical annual divided into three parts: (1) British 
Empire, (2) United States, and (3) all other countries. Facts under each country: history, govern- 
ment, area and population, commerce, religion, education, defense, production and industry, 
diplomatic representatives, and books of reference. 


Stevenson. HOME BOOK OF VERSE. American and English verse, arranged by large subjects. 
Author, title, and first line index. Appendix contains a few well-known poems in other languages. 


WORLD ALMANAC AND BOOK OF FACTS. Contains factual information in concise form and extensive 


statistics on such subjects as government, labor, finance, presidents, Se sports, astronomy, 
education, and population. Dictionary index is in front of book. 


V. BOOK SELECTION AIDS 


A. 


CHILDREN'S CATALOG (Grades 1-9, including picture and easy books) and SUPPLEMENTS 


Part I. Classified list of books arranged by the Dewey Decimal Sy stem in numerical order. 
Fiction listed alphabetically by author. Short story collection. Easy and picture books. Main 
entry gives complete bibliographical data with an annotation of the book. 
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Part 1. Alphabetical list, both fiction and non-fiction with author, title, and subject in one 
alphabet. Includes grade level, and classification which serves as the key to the location of 
the main entry of the book. 
Part Il. List by grades 
Part IV. Directory of publishers 

B. STANDARD CATALOG FOR HIGH SCHOOL LIBRARIES AND SUPPLEMENT 
Part I. Classified list of books arranged by Dewey Decimal Classification in numerical order from 
000 to 999. Fiction listed alphabetically by author. Individual biographies classified 92. Short 
story collection. Junior high books indicated by ''j"", senior high books by ''s". Complete bibliog- 
raphical data with descriptive and evaluative annotations. 


Part II. Alphabetical list of fiction and non-fiction books arranged by author, title and subject with 
the classification number as a key to the location of the main entry. 


Part I. Directory of publishers 


C. TEXTBOOKS IN PRINT. Author, title, and subject index to elementary,junior, and senior high Bebo! 
text-books, classified by subject. 


D. PERIODICALS 
BOOKLIST. Semimonthly annotated guide to current books. Includes encyclopedias, etc. 
BOOK REVIEW DIGEST. Monthly. Lists currently published books by author. Includes capsule 
summaries and comments from reviews in current magazines and newspapers. Alphabetical title 


index published periodically. 


NEW YORK TIMES BOOK REVIEW SECTION: Published weekly; gives adult and children's books: 
furnishes author, title, publisher and price. 


LIBRARY JOURNAL (includes adult books) and JUNIOR LIBRARIES: A standard magazine for 
libraries, published semi-monthly; divides by age groups; includes both recommended and not 
recommended books; * and ** for best books; gives author, title, pages, publisher, price, binding. 


SATURDAY REVIEW. Weekly review magazine. Covers books, films, music, records, and 
plays. 


ASSIGNMENT V 


Make an annotated list of other important reference books as directed by the librarian. 
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CHAPTER VI 


PROCESSING 


PartI New Books 
A. UNPACKING 


A box of new books must be handled with care to avoid damage to the top volumes. 
Check box for the invoice or packing slip and get specific instruction from the 
Librarian as to procedure. Open books according to instructions outlined on page 
11 of Toser's Library Manual. Arrange books according to author to simplify 
checking invoice. 


B. CHECK INVOICE AND SCHOOL BOOK ORDER 
Check off each book on both the invoice and the school book order as directed Bit the 
librarian. 


SAMPLE INVOICE 
The H. R. Huntting Company, Inc. 
29 Worthington St. , Springfield 3, Mass. 


Sold to: Deliver to: 
Board of Public Instruction Miss Mary Nones, Librarian 
Invoice Department Miami Senior High School 
275 N. W. 2nd Street Miami, Florida 
Miami, Florida 
Our Order No. Cust. Order No. Shipped Via Invoice Date - Invoice No. 
5} X1617 Eas 7 3 
Quantity Author Title List be Net ts 
1 Ackley Marionettes: Easy to Make $ 3.25 
1 Bailey Picture Book of Alabama 1. 25 
1 Carrol Digby the Only Dog. 2.75 


Find order card and place in book. If printed catalog cards are already on hand place the 
cards in the book. The book is then ready for classifying and cataloging by the librarian. 


C. PREPARATION OF BOOK FOR THE SHELVES 


After the librarian has done the professional work of classifying and bate aioe , the 
following remains to be done: 


1. Accession books according to librarian's directions. 

2. Stamp or emboss the books according to the rules of the library. 

3. Type book card and pocket for each book. 

4. If desired, blurbs and author information may be cut from the jackets and 
pasted on in the book. 

5. Pockets are pasted on in the book. 

6. Books without jackets must be marked and lacquered according to individual 
directions. 

7. If books are jacketed, eal number must be marked on the spine of the bookjacket. 
Measure the book exactly to the nearest 1/8 inch---using the smaller size 
if there is a choice, 

8. Insert the book cover in the jacket and place covered jacket on book. Do not tape -- 
librarian will check your work. 


14 


Part II MENDING 


Mending requires instruction by the librarian, who determines if a book needs to be mended 
or should be sent to the bindery for rebinding Special mending materials are required 
Pamphlets by Brodart and Gaylord will show you correct mending procedures. The film- 
strip on mending books is available from the Audio-Visual Center. A set of colored slides 
on book mending made by North Miami High Library is available for loan. 


ASSIGNMENT VI - Part I and Part Il 


1. Unpack a box of books and assist librarian in checking invoice. 
2. Prepare these books for the shelves following directions. 
3. Mend the following: 

a. A hinge broken on the outside. 

b. A hinge broken on the inside. 

c. A loose hinge with end papers opened. 

d. A loose hinge with end papers intact. 


4. Put a new spine on a book. 


5. Tip in a loose page. 


Part II CLERICAL DUTIES 


It is best to use student assistants who are trained typists for this work. 


Typing new cards for books. Follow the sample below: 


SAMPLE, FICTION BOOK CARD SAMPLE, NON-FICTION BOOK CARD 
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SAMPLE POSTAL CARD REQUESTING FREE MATERIALS 


Type miscellaneous business letters following standard parctices. 
Type stencils and dittos as required. 


Type information on Wilson Cards and catalog cards according to standard practices. Instructions to be 
given by librarian. 


Type or write order cards for new books, overdue notices; subject headings for materials for vertical 
files. 


Type bibliographies---consult librarian as to the form to be used. 
DIRECTIONS FOR ORDERING PRINTED CATALOG CARDS 


There are three sources for printed catalog cards: Wilson Check Lists; The Library of Congress catalog 
cards and Central Cataloging Unit of the Dade County Schools. All or any one of these sources may be used 
at one time or another depending upon the custom of the individual school. 


As an illustration follow the ordering procedure for Wilson. Use order cards for books ordered. If the 
title desired is found put a check mark immediately beside author's name. Mark the order card witha 
capital 'W" to indicate Wilson Cards are ordered. 


Alphabetize checked names as required and then type order form provided by the H. W. Wilson Company. 


Sample: 
Pick, R. Escape of Socrates p 
Pick, R. ed German Stories and Tales hp 
Picken, M. B. Modern Dressmaking made Easy hp 
Picken, M. B. Sewing for the Home. 1946 edition hp 


USE OF BOOKS IN PRINT 
Before books can be ordered it is necessary to know if they are available for purchase. After the 
order cards have been made, alphabetize by author's name. If more than one book is by the same 
author, alphabetize under author's name by title. If no author is available, alphabetize by title. 


Check carefully in the latest volume of Books in Print to verify that the book is still in print. 
Also check for latest price and missing items on the order card. 
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SAMPLE ORDER CARD 


TYPING BOOK ORDERS 


This may be done under the supervision of the librarian after consulting with the current Dade County 
Library Book Order Procedure Bulletin. 


ASSIGNMENT VI_ - Part Il 


1. Type one of each: 
Sample postal card requesting free materials. 
Sample business letter. 
Fiction book card. Non-fiction book card. 
An overdue notice. 
2. Order Wilson Cards for 4 books. 


3. Verify the price of 5 books in Books in Print. 
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CHAPTER VII 


MONITOR DUTIES 


Monitors are used in most Dade County School Libraries but the dutiesvary according to the individual 
school. 


Duties of library monitors are: 
A. Check students entering and leaving library 


1. The number allowed from each class depends upon the regulations of the school. 
Small groups may come without previous arrangements. 
2. Each pass must be properly ates out with: 
a. Student's name 
b. Purpose of visit 
c. Teacher's name or stamp 
d. Time student left class 
3. When the pass is presented, do the following: 
a. Check time on pass 
b. Stamp name of library on pass 
4. Regulations during lunch periods vary according to the individual school. 
5. In the attendance book the following are noted: 
a. Student's name, the period, and the teacher who sent him. 
b. Librarian will list the teachers who have requested permission to send 
more than the usual number of students. 
6. When student is ready to return to class, the monitor marks the following on 
the pass: 
a. Time of departure 
b. Name of library unless already stamped. 


B. Check materials entering and leaving library 
l. No textbooks are permitted in the library. 
2. All library books must be open to the date slip or date due card to prove they 


have been charged out. 
3. Watch that no periodicals, or reference books leave the library. 


ASSIGNMENT VII 


1. List the regulations from Chapter VI which apply to your library. 


2. Add any other rules effective in your library. 
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CHAPTER VIII 


FILING 


Student assistants may help with library filing. 


When filing in the card catalog, please file above the rod. The librarian must check for accuracy 
before the rod is removed. 


Accurate filing takes a lot of practice and requires concentration. 
When uncertain where to file a card ask the librarian for an explanation. 
Please call librarian's attention to errors in filing in the card catalog. 
Cards are filed alphabetically according to the top line. 
Arrange abbreviations as if spelled in full. 
Example: 
St. - filed as Saint 
U. S. - filed as United States 
In alphabetizing titles, disregard an initial article. 
Example: 


The Blue Horse - filed as Blue Horse 


Arrange numerals in titles as if spelled out. 
Example: 1000 -- filed as One thousand. 


Arrange names beginning with Mcor Mac as if all are spelled Mac. 


Arrange cards beginning with the same word in this order: 


Cards referring to a person - first 

Cards referring to a place - second 

Cards referring to a subject - third 

Cards referring to a title - fourth 
Example: 

Washington, George (author) - person. 


Washington, George (subject) 


Washington (state) - place 
Washington, D. C. 


Washington, Mount - subject 
Washington College 


Washington in War Time - title 


Two or more places of the same name are alphabetized by the distinguishing designation following 
the name. 
Example: 

New York (City) Health Department 

New York (City) Police Department 

New York (County) Court House Board 

New York (State) Geology 

New York (State) History 


Arrange subject cards in this manner: 


Subdivision word first. 
Subdivision word with added descriptive words next. 
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Example: 


ART - first 
ART - Commercial - second 
ART - Modern - third 


Arrange compound or hyphenated words, names, as two words. (Compound prefixes are arranged as 
one word, as LaFarge.) ; 
Example: 
Saint Gaudens, Augustus 
Saint Louis, Mo. 
Saint Saens, C.C. 
Saint Thomas College 
Disregard prefix titles. 
Example: 
Sir 
Gen. 
Arrange Bible entries as follows: 
Bible - Old Testament 
Bible - New Testament 
Arrange histories of countries chronologically: 
Example: 
United States - History 
United States - History - Discovery and Exploration 
United States - History - Colonial Period 
United States - History - Revolution and Confederation 


United States - History - War of 1812 
United States - History - Civil War 


ASSIGNMENT VIII 


1. File the daily circulation cards for non-fiction. 
2. File the daily circulation cards for fiction. 
3. File a sample set of not less than 50 catalog cards. 


4. Stack Newsweek, Time, Life, or other magazines in proper order according the the directions 
of the librarian. 


5. How is U. S. filed in card catalog? 

6. Under what initial letter is The Blue Horse filed? 
7. Where do you file 1,000? 

8. Which is filed first, Mc or Mac? 


9. How are Bible headings filed? 
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CHAPTER FX 


PUBLIC RELATIONS 


Library publicity is an activity or device that calls attention to the resources of the library and encourages 
students and teachers in its usage. 


There are several methods of promoting good publicity. Service is the most important and service given in 
a pleasant manner is priceless. To give service a library must have a well chosen collection of circulating 


and reference books. This collection should be systematically arranged with plenty of shelf labels to explain 
the location of the books. The atmosphere should be one of purposeful activity, which stimulates individual 
concentration. 


An attractive library is well kept amd! includes colorful flower arrangements and growing plants. 


Other means of publicity are bulletin boards, displays, and exhibits. To be effective they must be timely and 
changed frequently. A list of displays should be prepared and materials collected ahead of time. 


Publicity in the classroom plays an important part in library promotion. This can be done by distributing 
book jackets and library news bulletins to the rooms. Friendly personal contact with teachers and students 
is a must at all times. 


A member of the library staff should serve as a special reporter for the school paper. The library column 
should be kept interesting as well as informational. Notes on new books, exhibits, gifts, new services, 
information about how to use the library, and recent happenings in the library are the usual contents. 
Statistics and reports interestingly interpreted make good stories. Some libraries publish their own 
bulletins. These are usually edited and compiled by the students themselves. 


Assembly programs further publicize the library. INNIS may imelude plays; or films, library Hot ascites 
author talks, book reviews, quiz shows, etc. 


ASSIGNMENT Ix 


1.. What is the purpose of library publicity? 


2. How long must an exhibit be displayed in order that all students in your school may have an opportunity 
to see it? 


3. How have you learned to use the library? How has your experience enabled you to help other students learr 
about the library ? 


4. List every activity of your library which could be considered as publicity. Choose two items and evaluate 
them from the point of view of your student body. 


5. Plan a calendar of bulletin boards and exhibits in the library for one specific month. Consult the librarian 
for specific details and source materials. The librarian will provide you with source materials such as 
"Wilson Library Bulletin. " 


6. Make a poster advertising the library. 
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CHAPTER X 


INVENTORY PROCEDURE 


Librarian with the help of student assistant will take the inventory. 

An inventory is the checking of books on the shelves against the cards in the shelf list. 
This is done at the close of the school year. 

Circulation must be closed and all books returned. 

Shelve all books accurately. 

Re-read shelves. 

Check card files for: 


1. Books lost and paid for. 
2. Books at the bindery. 


Check shelves in office and workroom for hooks set aside for mending. 


When all books have been checked against the shelf list, lost books must be reordered or the cards pulled 
from the catalog. 


After proper accounting of all books, the final report is prepared. 


ASSIGNMENT X 


1. Outline the proper procedure for taking an inventory. 
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CHAPTER XI 


LIBRARY COUNCIL 


Every student assistant working in the library is a member of the school's Library Council. Membership 
in the Library Council entitles you to membership in the Dade County Library Council which meets four 
times yearly. These student assistants in the 9th grade or above automatically belong to the Florida 
High School Library Council. 


Because of the difficulty in meeting together after school most of the Council work is done through com- 
mittees. For good representation appoint one person from each period to serve on a committee. 


Once a year (usually the last of April) the state meeting of the Florida High School Library Council is 
held at the Methodist Youth Camp in Leesburg, Florida. Delegates are sent to the camp. The number 
of delegates is based on 20% of your Library Council members. 

The executive board of the local organization takes care of business, sets policies, etc. One business 
meeting and one social meeting is held each month. The social meeting is usually held in the evening 
at a student's home. Social activities encourage a "live" organization. 


A copy of the County Constitution is included in this handbook. 


ASSIGNMENT XI 


Plan an appropriate program for a library council meeting. 


Plan a_ skit for assembly during Book Week or Library Week. 
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CHAPTER XII 


TESTS 


First Test: 


1, 


2. 


3. 


4, 


11. 


12. 


What is the purpose of having student assistants in a high school library? 

Locate the following in the library: 

a. Reference books 

b. Atlases 

c. Reader's Guide 

Give the general classification for: 

a. American plays 

b. Atomic bomb 

c. Biography 

d. Short Stories 

e. American fiction 

f. History of World War II 

g. Snakes 

h. Etiquette 

i. Sports 

j. Bible 
Give the main subject areas in which you would find the following classification numbers: 
150 394 
423 623. 8 
822. 33 598. 2 
796. 33 917. 59 


920 975.9 


Where is the card catalog? 

Where are the vertical files ? 

The book cards are filed after books are checked out. 

Afine of _ per day is charged for overdue books. 

A fine of per is charged for overnight books which are overdue. 
To check in a book, stamg the date returned on 

When a book is overdue and the fine is NOT paid, the student card is filed 


When may overnight books be checked out? 
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SECOND TEST 

Give definitions for the following: 
1. Accession number 

2. Book Card 

3. Call number 

4. Circulation 

5. Classification number 
6. Current periodicals 

7. Overdue book file 

8. Reading the shelves 

9. Reserve books 
10. Shelf list card 
THIRD TEST 


Arrange these library books as you would find them on the shelves by ean a figure 1 under the book 
that would come first, a 2 under the book that would come second, etc. 


TRAITOR'S MOON HOUSE OF EARTH OXFORD BOOK LENIN 
OF VERSE by 
WILLIAMS 
F 811 821. 08 O21 
Ne Wi Ox Le 
CHILDE HAROLD INDIGO WEATHER EXCUSE MY 
by ELEMENTS DUST 
821.7 WESTON by 
BY 813 BLAIR . Bor 92 
WE 551.5 PA 
BL 
CONTINENT OF EUROPE ESSAYS BY EMERSON 
551.15 814 


LY EM 


9. Arrange the following headings in the order in which they would appear in a card catalog by placing 
a figure 1 in the answer column for the heading that comes first, a 2 for the one that comes second, etc. 


Building U. S. History Revolution 
Dog-Stories Business-Dictionaires 
Ghost Stories Douglas, Lloyd c. 

Air Religion 

Reptiles Air Conditioning 

Airplanes er ee es ye Newark 

London, Jack Air Conditioning in summer 
U. S. Hi y90k egal Wag War New York 
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3. Below is a card catalog of eight trays. In the answer column at the right of each statement place the 
number of the drawer in which you would look for each of the following: 


OPO: SP 


5. Write the classification numbers under which you find books on the following subjects: 


“pm mo ao OB 


1 2 3 4 9) 6 7 


A-Bud Puf-Cul Cum-Gam Gop-Lug Luh-Mue Mut-Pol Pom-Sor 


A book on the subject of biology 

A novel with the title ''A Year in Paradise" 
A list of books by Elswyth Thane 

Jack London's ''The Sea Wolf" 

Books on the history of the United States 


What is the difference between classification number and call number ? 
How can you distingush a subject card in the card catalog? 

What is the rule for filing a title card that begins with a, an, or the? 
In what order are the cards in the card catalog filed? ee 
What is the difference between a student card and a book card? 

What is the best way to find out if the library has the book you want? 


English literature 
English fiction 
United States history 
Biology 

Short stories 
American literature 
American fiction 
English poetry 
American plays 
Biographies 


6. Study the library catalog card, then answer the following questions: 


o Boop 


973 
Wo Woodward, William E. 

A New American History, by W. E. Woodward, 
New York. Garden City Publishing Co. , Inc. ,1938 


920p 


1U. S. - Hist. 1 Title 


Under what letter would you find the author card? 
Under what letter would you find the title card? 
How many pages does the book have? 

When was the book published? 

What is the call number of the book ? 


Sos-Z 


7. How may a student get back copies of magazines for reference? Give the complete process. 


8. Are career pamphlets checked out? If so, for how long? 
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FOURTH TEST 


Listed below are subjects for reference---locate all references that you Can on your subject. 


1. Advertising 8. Etiaquet 
‘ quette 15. Psychology 
2. Architecture 9. Flower arrangements 16. Radio 
3. Automobiles 10. India 17. Snakes 
4. Aviation 11. Interior deo rating 18. Television 
P: Boats 12. Modeling 19. United Nations 
. Dancing 13. Nursing: 20. World War 0 
7. Electricity 14. Precious stones 
FIFTH TEST 
1. Why must a book be checked off the invoice ? 
2. Where is a library book stamped? 
3. Describe cutting and pasting of blurb. 
4. Where do you paste the pockets in a book? 
5. If you are a typist, type a sample pocket and card. 
_ 6. Describe the lacquering of a book. 
SIXTH TEST | 
1,. What is the purpose of an inventory? 
2. Describe step by step how an inventory is taken. 
FINAL TEST 


A uniform test will be given to all student assistants throughout the county and the grades recorded 
on their permanent records. 
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APPENDIX A 


GLOSSARY 


A. L. A. LIST: ‘The American Library Association's basic book list for high school libraries 


ABBREVIATIONS: 
abr. abridged 
C. copyright 
ed. edited, editor 
illus. illustrations 
fi: d, no date of publication 
oO. p. out of print 
p. page 
pseud, pseudonyn 
rev. revised 
ser. series 
v., vol. volume 
ABRIDGED: shortened form or condensed version 
. ABSTRACT: a brief statement of the main ideas in an article or book 
ACCESSION: to enter a volume in the accession record of a library 
ADDENDA: short supplement included as part of a publication 
ALMANAC: yearbook giving brief facts and figures 
ANALYTIC CARD: a subject card which refers to a part of a book, an author card which refers to 
: only a part of a book; or a title card referring to part of a book. 
ANNOTATION: brief description and/or critical note about a book 
ANNUAL: published every year 
ANONYMOUS: publication without the author 
ANTHOLOGY: a collection of poems and/or prose selections published as one book 
APPENDIX: additional material at the end of a book or document 
ATLAS: a volume of maps and geographical tables 
AUDIO-VISUAL: material which may be heard or seen, i.e., records, films, film strips, charts, 
maps, globes, etc. 
AUTHOR CARD: catalog card on which the author's name comes on the first line 
AUTOBIOGRAPHY: story of a person's life written by himself 
BIANNUAL: published twice a year 
BIBLIOGRAPHY: list of references on a specific subject 
BIENNIAL: published every two years 
BIMONTHLY: published once every two months 
BIOGRAPHY: written story of a person's life 
BIOGRAPHICAL 
DICTIONARY ; brief description of people's lives in one volume arranged alphabetically 
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BLURB: 


BOOKCARD: 
BOOKJACKET: 


BOOKLIST: 


BOOK NUMBER: 
BOOKPOCKET: 


BOOKS IN PRINT: 


BOOK TRUCK: 
BOOKMOBILE: 
BROWSE: 


BULLETIN: 


CALL NUMBER: 


CARD: 


CARD CATALOG: 


CATALOG: 


CHARGING SYSTEM: 
CIRCULATION: 
CLASS NUMBER: 
COLLABORATOR: 
COLLATE: 


COLLECTIVE .: 
BIOGRAPHY: 


COMPILER: 
COPYRIGHT: 


CROSS REFERENCE: 


DAY BPs 


DAN Bee: 


DATE CARD OR SLIP: 


DEWEY DECIMAL 
CLASSIFICATION: 


the publisher's description and summary of a book which appears on the 
book jacket 


card placed in the bookpocket of the book to be used in charging it out 
dust cover, or paper cover placed around a new book 


twice-monthly publication of the American Library Association containing brief 
reviews of new books and films 


see call number 
paper pocket pasted in the book to hold the bookcard 


annual publication by the R. R. Bowker Company containing a list by author and 
title of all books in print 


two or three shelves mounted on wheels to carry books 
automobile or truck, used as a traveling library 
to read here and there | 


publication appearing regularly from a club, society, college, university, or 
government 


the classification number and author letters appearing on the spine of the book and 
on the upper left-hand corner of all cards for the book 


to find the book card and return it to the book after it has been returned by 
the borrower. 


card index of the books in the library filed alphabetically 


to prepare an index on cards of the authors, titles and subjects of all the books in 
the library 


method used to keep a record of books loaned 

the number of books which are circulated for use by a library 

Dewey Decimal number assigned to the number denoting ihe subject of the book 
one who works with another in writing and preparing a book for publication 


to inspect a new book page by page to be sure that the format is correct 


a group of individual biographical sketches included in One book 
one who gathers or puts together a group of titles or materials 
exclusive right to reproduce, publish, and sell a literary or artistic work 


reference to another subject as in a "see" reference or to additional subjects 
as in "see also" references 


Dictionary of American Biography 
Dictionary of National Biography 
paper slip or card on which the date due is indicated 


classification system established by Melvil Dewey in which knowledge is divided 
into ten major groups by subject and then further subdivided indefinitely 
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DICTIONARY CARD 
CATALOG: 


DOCUMENT: 


EDITION: 


ENCYCLOPEDIA: 
END PAPERS: 


FICTION: 


FLY LEAF: 
FORMAT: 
FRONTISPIECE: 
GAZETTE: 
GAZETTEER: 


GEOGRAPHICAL 
DICTIONARY: 


GLOSSARY: 
GUIDE CARD: 
HANDBOOK: 


HARD BACKS: 
IMPRINT: 


INDEX: 


INVENTORY: 
INVOICE: 


ITALIC: 


JOBBER: 


L. C, PRINTED CARD: 
LIBRARIAN: 


LIBRARY JOURNAL: 


LIBRARY OF CONGRESS: 


LIBRARY SCIENCE: 


MAIN ENTRY CARD: 


catalog on cards in which all author, title and subject cards are arranged 
together in one alphabet 


publication of official information 


all copies of a book printed from the same type or plates, without changes 
in the text 


set of books containing articles on all subjects 
folded sheet of paper pasted inside the covers of a book 


narrative prose literature wholly or partly the product of the imagination, as 
novels and short stories 


a blank page at the beginning or end of a book 

physical make-up of a book; size, print, illustrations, etc. 

picture facing the title page of a book - 

newspaper or official government journal containing list of appointments, etc. 


dictionary of geographical words 


geographical words in one volume arranged alphabetically 

list of words with their meanings 

a projecting labeled card in the card catalog to help in locating information 
small book of directions on a specific subject 


books published in the regular buckram or hard cover usually known as the 
trade edition 


publisher's name and the date of publication--sometimes also the place of 
publication 


the part of a book that contains an alphabetical list of topics with page references 


an inventory is the checking of books on the shelves against the cards in the 
shelf list and is similar to a business inventory 


list of the books or materials sent to the purchaser showing prices, discounts, 
and shipping charges 


kind of type frequently used to indicate book titles and foreign words 


company which handles the products of many producers; e.g., a book jobber 
who handles the books of many publishers 


Library of Congress printed catalog card 
a library worker, trained, and in charge.of the library's operation 


one of the major publications of the field of librarianship--also contains reviews 
of current books 


the National Library of the United States 


knowledge by which printed or written records are recognized, collected, 
organized, and utilized 


basic card from which other catalog cards for the book are made--usually the 
author card 
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MICROFILM: 
NON-FICTION: 
ORDER CARD: 
PAMPHLET: 
PAPER BACKS: 
PERIODICAL: 
PREBIND: 
PREFACE: 
PROCESS: 
PSEUD: 


PUBLISHER: 


READER'S GUIDE: 


READING SHELVES: 


REBOUND: 


REPRINT: 


REQUISITION: 


REVISION: 


SEE CARD: 


SEE ALSO CARD: 
SEMI-MONTHLY: 
SERIAL: 


SERIES: 
SHELF LIST: 


SHELVE: 


SNAG: 
SPINE: 
STANDARD CAT: 


STATISTICAL: 


a negative or very small photograph on film--may be of books, periodicals, etc. 
books of fact which are not the result of the imagination of the author 

card giving all necessary buying information about a book | 

booklet in paper covers on a specific subject 

books of fiction or non-fietion issued very inexpensively in soft or paper covers 
magazine or newspaper published at regular intervals | 

book bound in a sturdy library binding at the time of the original sale 
introduction to a book 

routine by which a book is prepared for the library's shelves 

abbreviation for pseudonym: a name used by an author instead of his real name 
person, or firm undertaking the responsibility for the printing of a book 


index to periodicals in the popular and general fields, published by the 
H. W. Wilson Company . 


routine of checking the shelves in a library to make certain tmt the books are 
in their proper order 


a book which has been reconditioned by cleaning papers, trimming, resewing and 
putting firmly into new covers 


book which has been reissued usually in a cheaper format 


request in writing to a central purchasing agency for Pale SL periodicals or 
supplies needed 


changes or additions or deletions from the original book as first published 


directions from the subject you looked for to the subject where the material will 
be found 


directs to further additional subjects for other material 
published twice a month 
a story published one part at a time in a magazine or newspaper 


several separate works related to one another in subject; usually issued by 
the same publisher in uniform style 


record on cards of the books in the library according to their classification 
numbers or alphabetically by the author for fiction 


to return books to their proper place on the shelves 


a book returned by a borrower which cannot be carded because the book card 
was misplaced 


that piece of buckram or paper on the back of the book which holds the front 
and back covers together 


Standard Catalog of Books for High School Libraries published by the 
H. W. Wilson Co. 


dealing with facts and figures, such as, Statistical Abstract 
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SUBHEADING: 


SUBJECT CARD: 


SUBJECT HEADING: 


SUBSCRIPTION: 


TABLE OF CONTENTS: 


THESAURUS: 
TITLE CARD: 


TITLE PAGE: 


TRACING: 
UNABRIDGED: 


VERSO: 
VERTICAL FILE: 


VOLUME: 


WILSON INDEXES: 


WEEDING: 


YEARBOOK: 


name of a division under the main heading of a subject 


card in the card catalog which has the subject of the book pike a in capital 
letters or in red on the top line 


word or words used to indicate the subject of the book or material 
contract to receive a periodical publication by payment of a fixed sum 
list of chapters in a book, with page references 

dictionary of classified synonyms, antonyms, and related words 

card in the card catalog with the title of the book on the top line 


page near the beginning of the book where is found the title, author, publisher, 
date of publication, etc. 


listing on the main entry card of all the cards made for the book 
complete, not shortened; as unabridged dictionary 


left hand page in an open book, usually bearing the even page number -- 
thus the back of the title page where the copyright is usually found 


collection of pamphlets, clippings, and pictures kept in a filing cabinet 
under a subject arrangement 


consecutive issues of a magazine usually over a period of one year constitute 
a volume; also a book forming part of a set or series 


the series of H. W. Wilson indexes, as the Reader's Guide, Beucation 
Index, etc. 


examining books and taking out of the library those not considered usable 
or useful 


book or report published every year reporting facts of the year 
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APPENDIX B 


CONSTITUTION OF THE STUDENT INSTRUCTIONAL MATERIALS PERSONNEL 


ARTICLE I 
Name 


The name of this association shall be called the Student Instructional Materials Personnel. 


ARTICLE II 


Objectives 
A. To increase student interest and participation in library and audio-visual work. 
To promote friendship among student assistants through-out the country. 
C. To arouse interest in library and audio-visual work as a profession. 
ARTICLE III 
Membership 


The membership of this association shall be composed of the junior and senior high school library and 
and audio-visual assistants. 


ARTICLE IV 
Officers 
SECTION 1. The officers of this association shall be a President, a Vice-President, a Secretary, 
a Treasurer, a Reporter, a Chaplain, and a Parliamentarian. 


SECTION 2. Each office shall be alternated year by year between audio visual and library clubs 
in good standing with dues paid on a percentage basis to be determined each year. 


ARTICLE V 
Meetings 

SECTION 1. The meeting shall be held twice a semester. 
SECTION 2. The time and place of the meetings shall be decided by the Executive Board. 
SECTION 3. Attendance at meetings shall be determined on a percentage basis, 10% of the 

total audio-visual and library groups of each school; or, if desired, at least four 

students. 
SECTION 4. At least one sponsor shall always attend each meeting and be responsible for the discipline 


of the student representatives from that school. 
ARTICLE VI 
Executive Board 
SECTION 1. The officers of the Association, chairman of the Advisory Council and Chairmen of the 
standing committees shall constitute the Executive Board. 


SECTION 2. The President of the Association shall be Chairman of the Executive Board. 
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ARTICLE VII, 


Advisory Council 


The members of the Advisory Council shall be the sponsors from the schools which,hold the offices of 
President, Vice-President, Secretary, and Treasurer. 


ARTICLE. VII: 


Amendment 


This constitution may be amended at any regular meeting by a two-thirds vote of those present. 


SECTION 1. 


SECTION 2. 


SECTION 3. 


SECTION 4. 
SECTION 5. 
SECTION 6. 


SECTION 7. 


SECTION 1. 
SECTION 2. 
SECTION 3. 


SECTION 4. 


BY-LAWS 


ARTICLE I; 
Duties of Officers 


The president shall preside at all meetings of the association and of the Executive 
Board. He shall have the authority to appoint committee chairmen. In case of a, 
tie, he must cast the deciding vote. 


The Vice-President shall preside in the absence of the President and shall, assume his 
duties. He shall also be chairman of the program committee. 


The Secretary shall call the roll by schools and keep an accurate record of the minutes 
of all meetings. He shall conduct correspondence for the Association, and give notice. 
of all, meetings. 


The Treasurer shali:keep an accurate record of all the money received and paid out. 
He shall not pay out any money except on signed order of the President and Advisor. 


The Reporter shall be publicity agent for the association's publicity in the form of a 
scrapbook available to the association at all times. 


The Chaplain shall lead the devotion at the beginning of all regular business and 
other meetings if called upon. 


The Parliamentarian shall keep order and will conduct meetings in accordance with 


Robert's Rules of Order. 


' ARTICLE II 
Election of Officers 
All officers shall be elected by show of hands at the last meeting in the spring. 
Offices shall be held by schools rather than by individuals. 
A school is limited to one office. 


Officers shall hold the same office for one year only. 
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ARTICLE Iii 


Qualifications of Officers 


SECTION 1. The President School must be a senior high school. 
SECTION 2. Officer schools must be members in good standing with dues paid. 
ARTICLE IV 


Duties of the Executive Board 


SECTION l. The Executive Board shall act for the association in intervals between meetings. 

SECTION 2. The Executive Board shall have the power to fill vacancies in office, to spend money 
for the expenses of the association and transact necessary business. 

SECTION 3. The Advisory Board shall approve any transactions and policy making acts. 

SECTION 4. The Executive Board shall appoint 9 nominating committee of three to present a 


slate of officers for the following year. The nominating committee shall consist 
of two members from senior high schools and one member from a junior high school. 
ARTICLE V 
Dues 
SECTION 1. Schools with less than 1,000 enrollment shall pay $3.00 a year. Schools with 1, 000 
and over enrollment shall pay $4. 00 a year. 


SECTION 2. Dues should be sent to the association Treasurer by the second meeting of each year. 


ARTICLE VI 
Committees 
SECTION 1. The President shall appoint all standing committees at the first meeting in the fall. 


SECTION 2. Special committees may be appointed as he deems necessary at’any time. 


Amendment 


These By-Laws may be ammended at any regular business meeting of the association by a two-thirds vote 
of those present. 
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